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15 March 1946

T0 s All Leave and Time Clerks

FROM: Chief, Fiscal Division

1. I% is negesassry that a concerted effert be made %o assist all
effices and individusls eoncerned in the handling of leave and
time reports and related data, particularly in eonneotion with
the dispateh of sivilian employess to fsreign posts. The need
for having this infermation currently in the hands of Payroll
Sestion, s well as Individuals who are handling the srrangements
with respsot to aslary and other matters, is such as to warrant
additional sttention at This time,

2. It is nesessary at the tinme esch individual employes departs
for his foreign post that, in addition to the regular salary

8, data with respest to sccumulated snnual and sick
leave be forwarded to the foreign station, Under present pro-
sedure, the sbhasnce of this iaformetion omuses & delay in the
subnission of sll finsncial arrangements, It, therefore, appears
advisable that the Administrative Officer or Time and Leavs Clerk
in eash office or branch, who is ssasisting with respect to the
arrangements relative to individuals being diapstched abroad,
give a statement to sush individusls showing the amount of leavs
which hes been taken from the last date covered by the previous
regular report through the current date., Thia statemesnt should
be presented ts the psrson in the Gffice of the Chiel, Fisoal
Division, whe 1s handling the finaneisl srrangaments. This will
perait computation to be immediately made with respect to the
dotal amounts of both ssousl and siek lesve which must be fur-
uished the Finanee Officer lecated at the foreign post. Prompt
atteantion with respect to the subaiesion of the regular time and
leave reports fnmedistely after the cloge of esch bi-weexly period
will greatly assist in expediting this matter,

8/ Tt is very importsnt thet esch individual who is to be &is-

patehed adroad make preliminary arrangements with respest to

salary and foreign payments st the tims processing is started.

It is essentisl alao that ssch sush individual be directed to

report to tho person making thess financisl arrangements immediatel

Lor ta Rris departure so that any final adjustments can srm—l

ims the individual will be furnished a statesent, signed

by the Ghier Fisoal Division, or his suthorised representative,
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indigating to the Finance 0fficer located abroad the effestive
date of the salary srrangements, ths amount to be paid abroad at
the snd of sseh 28 day pay pericd, and the status of the individual
with respest to living and quarters allowances which'fire to bs
paid effective upon date of arrival, st whioch time travel per

dien ceanss,

4. The socperation of 2ll soneernsd iu order to expedite these
matters and to insure proper eogrdination with finsmoe repre-
sentatives at foreigs posts will be sppreciated, Conbtacts
relative to finanoial srrangsments should be made with liss

| extension 632-3~4, Thope pertaining to the

regular swbnission of time and leave reperts and other similsr
iaformation should be handled with the Leave Unit on extension
2251,
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